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Entering a Relative Caregiver Episode

The Purpose of the Relative Caregiver Program is t o ensure children and relative caregivers receive support and
wrap around services to maintain supportive and stable environments for children. For further information see
Relative Caregiver Program Administrative Policies and Procedures 14.30

Step 1: Person Search for Child/Youth

From TFACTS Home Page

1. Click Search in upper portion of TFACTS screen.
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2. Enter search information. Search by Person ID number, SSN, or by Last Name , First Name , Date of Birth
Gender and Race can be included if applicable.
3. Click Search.
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4. |If the correct person is returned click the select hyperlink and see Step 2, Adding Relative Caregiver
Episode from Person Home Page.

n Search Results

Result(s) 1 - S

yae, [EP]:Employee-Previous, y ant, [HR]:High Risk, [HS]:Hazard-Safaty, [TB1]:Potential TBI S
[RA]:Asian, [RB):Black/A an Indian/Alaska Native, [RH):Native Hav acific [slander, al-One R known, (RU)
Porson 1D
3 Smith, Su 211 M
Smith, Sur 104 Female
[RU]

5. If amatch IS NOT returned for the Youth see Step 2, Adding Relative Caregiver Episode from Initial
Action dropdown.

sslect 153

Step 2: Add Relative Caregiver Episode

There are two options to Add a Relative Caregiver Episode. The Relative Caregiver Episodes can be added for new
or existing persons through the Initial Action dropdown, Relative Caregiver Episodes for existing persons can also
be added through the Quick Actions dropdown on the Pe rson Home Page.

Note : You cannot create a Relative Caregiver Episode for anyone over the age of 18 or you will receive this error:

Please correct the following data validation errors:

« The child must be less than 19 years old in order to add a Non-Custody Episode.
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Adding Relative Caregiver Episode from Person Home Page

1. From the Person Home Page, click the Quick Actions dropdown.
2. Click Add Relative Caregiver Episode
3. Proceed to Step 3: Completing the Relative Caregiver Episode .

Adding Relative Caregiver Episode from Initial Action dropdown

1. Fromthe TFACTS Home page click the Initial Action dropdown and select Add Relative Caregiver

Episode
I Home Cana Hesaurce Administration
Workload
Sebect an action... " Worklzad Wiew L
Add FCIP Episode
iing fer |
Add F55 Epiiads
Im Ralative Caregiver Epuwdal Tyoe T T | s T Assignmert Rale
Add Resource Linkage Episode
Ongoing Case Relative Caregiver Worker

2. If the existing person was located during Person Search, enter the  Person ID and click Search . OR
If a person match was not located, enter the appropriate search criteria, and click  Search.

3. If no match is returned for the person you are searching , click Add Person .
a. Enter Name Type , enter First Name, Last Name, DOB, SSN, Gender, Race
information pertinent to this person.
b. Click Save.
4. If a match is returned for the person you are searching, click the choose hyperlink .

Step 3: Completing the Relative Caregiver Episode

1. From the Relative Caregiver Episode page enter the Begin Date and Assign To
2. Click Save.

Add Relative Caregiver Episode

I Begin Date:* m I

Relative Caregiver:

Annual Household Income:

Stipend Eligibility Requirements

it and enforcement of child support, including naming the father of a child for the purpose of paternity establishment.

Assign To:*

Save [Cancel

3. The Relative Caregiver Episode Detail  page will display.

, and any other
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4. Highlight the Stipend Eligibility and click the  Select button.
Relative Caregiver Episode Detail Assignment History
Begin Date: * | 1/01/5053 m End Date:

Episode Status: Open
Stipend Eligibility

Review Type T Begin Date Y End Date Stipend Eligibility T Relative Caregiver Y Status

5. The Stipend Eligibility Detail screen displays.
6. Click the Resource Search button.

Stipend Eligibility Detail Document History

Begin Date: 01/04/2023 End Date:

Reltve Coregver

Annual Household Income: *

7. Onthe Resource Search tab, search by e ntering Member Last name, and First Name or/ search selecting
Resource Type: Non -DCSwith Resource Sub -Type: Relative Caregiver and it will produce all the Relative
Caregivers in the system; click Search.

Other ways to search are by Member Last name , only or Resource ID only and make sure the
Organization dropdown is clear.

Person Search Intake Search [ Resource Search Employee Search
oo S

rResource Search Criteria

Service Group/Category [ ~ | Service Type: ~

Service Description: ~

| Resource Type: | Non-DCS ~ [ | Resource Sub-Type: | Relative Caregiver ~ |

Organization: [ ~] C/OH/SA Status: -~
Approval Status |
IMember Last Name: |—|I IMenber First Name: | | I O Sounds Like
OR
Eurce ID: [ 1

& Advanced Search Criteria

Search | | Clear Form

rSearch Results

Result(s) 1 - 15 of 270 Page 1 of 18
Resource Name/ ID. C/OH/SA Status Resource Type Resource Sub-Type

sslect  Adams, Active Non-DCS Relative Caregiver

select  Adams, Active Non-DCS Relative Caregiver

Search results will display, click the select hyperlink by the correct Resource.

Resource Search L fewccrirn |

[ Resource Search Criteria

Service Group/Category [ ~ | Service Type: ~

Service Description: ~

Resource Type: v Resource Sub-Type: v

Organization [ ] c/omysa status: <

Approval Status: ~

OR
Resource 10 FE]
® Advanced Search Criteria
Search Results
Result(s)1-10f 1 Page 1 0f 1

Resource Name/ ID. Resource Type: Resource Sub-Type

Non-DCS Non-Residential Service
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8. The Stipend Eligibility Detail ~ screen returns and the Resource displays in the Relative Caregiver field.
9. Enter Annual Household Income

10. Complete the Eligibility Requirements  questions by answering Yes or No from dropdown.

11. Click Determine Eligibility  button.

Stipend Eligibility Detail Document History

Begin Date: 01/01/2023 End Date

Relative Ca

Annual Household Income: | I

Eligibility Requirements

<<l

Fliaibility Override

The Eligibility Result  will display Eligible or Ineligible.
12. Click Apply .

Note: If the Eligibility Result is Eligible , Service Request and Agreement links will display on the Stipend
Eligibility Detail  screen after clicking Apply . Additionally, on the Relative Caregiver Episode Detail
screen, the Review Type will change from Initial to Initial (Agreement)

13. If an Higibility result needs to be Overridden proceed to steps below. If not proceedto  Step 4.

NOTE: Eligibility Results can be overridden when the obtained Eligibility Result needs to be changed.
Eligibility Overrides can be completed for Eligibility Results of  Eligible or Ineligible

If the Eligibility Result is Eligible, Declined and Ineligible  will be available for selection in the Overridden
Eligibility Result dropdown.

If the Eligibility Result is Ineligible, Eligible  will be available for selection in the Overridden Eligibility R esult
dropdown.

14. Choose the correct Overridden Eligibility  result from the dropdown.

15. Enter Reason for Override.

16. Click Approve . The Eligibility will be automatically sent to Central office for approval and placed in Pending
Approval status.

The relative caregiver agrees to seek the establishment and enforcement of child support, including naming the father of a child for the purpose of paternity establishment.

Determine Eligibility =~ Eligibility Result: Ineligible

Eligibility Override

IOvemdder\ Eligibility Result: | Eligible v I Overridden By

I Reason for Override: [Reason for override test | I

NOTE: Declined is the only option that does not require Central Office approval. Choosing Decline proceed
to Step 5.
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Step 4: Printing the Relative Caregiver Agreement

Ifthe Resource/ Rel ative Caregiver wil/l be r eckEdiiwiithegdStgendSt i pend
Agreement will need to be printed from TFACTS so it can be signed by the Relative Caregiver and uploade d in Step

5. The Agreement _link will be avail able for Eligible episodes once the Eligibility has been determined and data has

been saved by clicking Apply or Save.

1. From the Stipend Eligibility Detail page, click the Agreement _link.

Person Header

Gender: Female
Age: 8 Yrs

Stipend Eligibility Detail Service Request Document History

Begin Date: 01/17/2023 End Date: 01/16/2024

Relative Caregiver: Resource Search

Annual Household Income: * 22,000.00

Eligibility Requirements

The relative caregiver has been awarded custody of the child by a final order of a court acting under Title 37.
The relative caregiver is related to the child through blood, marriage, or adoption within the first, second or third degree of relationship of the parent or stepparent of the
child.

<] [x] [<][x
a| & 2]
S| |a]]2
<< <<

The relative caregiver does not have a total adjusted household income that exceeds more than twice the current Federal Poverty Guideline based on the size of the family
unit.
The relative caregiver physically and legally resides within the county or counties identified in the proposal and contract.
The child is not in the State's custody. Yes
The relative caregiver is 21 years of age or older. Yes
A parent of the child does not reside in the relative caregiver's home. Yes
The relative caregiver agrees to seek the establishment and enforcement of child support, including naming the father of a child for the purpose of paternity establishment
Determine Eligibility Eligibility Result: Eligible
The Contract Detail page displays.
2. Scroll to the bottom of the page
3. Click Print
Contract Cost List
Rate Description Y Minimum Age Y Maximum Age Y Total Rate/Percentage Y Begin Date Y End Date h g
Regular Rate 0 17 $15.51 01/17/2023 01/16/2024
|« < 6 » » 10 v | items per page 1-1of1items

Status: Pending

Close
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Contract Detail PDF displays
4. Click the Print Icon to print Agreement
5. Click Cancel when complete

Person Homepage > Relative Caregiver Episode Detail > Stipend Eligibility Detail > Contract Detail

= DisplayJasperReport.do

Tennessee Department of Children’s Services
TN Department of Relative Caregiver Program Stipend Agreement (Non-Custodial)

.Children’s Services

CHILD IDENTIFYING INFORMATION: (Each child will have their own sheet)
Child’s Last Name: [ Child’s First Name: Middle: Date of Birth: Person ID: 72
E J 07/13/2014
Sex: Female Race: White Hispanic/Latino: Yes
CAREGIVER INFORMATION:
Caregiver Last Name:[ Caregiver First Name: [Caregiver Address: 3002 Caregiver Email Caregiver Phone
Flc Be Address: Number:
| TN 37914-5951 s.com

I. PARTIES TO THE RELATIVE CAREGIVER PROGRAM AGREEMENT

The following Agreement has been entered into by the Tennessee Department of Children’s Services (Agency), Relative
Caregiver Program (RCP) providers, and Flowers, Benjamin (Relative Caregiver), for the purpose of providing the proper
care for the child, Baez, Jaylah.

Il. RIGHTS AND RESPONSIBILITIES OF ALL PARTIES TO THE PARTIES TO THE RELATIVE CAREGIVER PROGRAM|
AGREEMENT

All parties to this Relative Caregiver Program Stipend Agreement (Agreement), namely the Relative Caregiver and the
Agency are subiject to the terms and conditions documented herein. This agreement shall be effective the date indicated on
this contract and remain in effect as long as the eligibility requirements are met or until the conditions for termination exists.
The Agreement must be signed by all parties and a signed copy shall be given to each party. It is expressly understood that
itis incumbent upon the Relative Caregiver to keep the Agency's Central Office, the relative caregiver program staff, or any
successor unit, apprised of any circumstance or condition that would necessitate modification of this Agreement or cause
this Agreement to terminate. | understand that if we knowingly provide false information with regard to this statement or any
infarmation that | nravide to tha Danartmant reaardina alinibilitv critariacould result in my havina to renav fiinds to tha

Cancel

Contract Detail screen displays
6. Click Close to returnto Stipend Eligibility Detail

Step 5: Adding Documents

Specific Documents are required if the Resource/Relative Caregiver will be receiving a Stipend and their

Det er mi n &tl ii gn Thitreearedthree documents required to Finalize a Relative Caregiver Stipend Eligibility.
The document types are: Relative Caregiver Court Order  and Relative Caregiver Financial Eligibility are added
through the Document link, and the Relative Caregiver Program Stipend Agreement will be added through the

Agreement _link.

Adding Relative Caregiver Court Order and Relative Caregiver Financial Eligibility

1. From Stipend Eligibility Detail ~ screen click the Document link.

Stipend Eligibility Detail Service Request Agreement History

Begin Date: 01/03/2023 End Date: 01/02/2024

Relative Caregiver: T Resource Search
. %
Annual Household Income: 15,000.00

Eligibility Requirements
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2. Click Add Document button .

Document Search Criteria

Need help finding a document or where to put it? Refer to CS5-1202 Electronic Case File Checklist for a listing of all Document Categories and their associated Document Types

Document Category: Prevention
Document Type:

Document Name:

Date Uploaded From: m

To: m

Search  Clear

Document Search Results

Document Category Y Document Type Y Document Name Y Upload Date Y Uploaded By Y

< o » ) 10 ¥ Items per page No Items to display

Add Document

3. From the Document Category choose Prevention for Relative Caregiver Court Order and Relative
Caregiver Financial Eligibility

Add Document

Need help finding a document or where to put it? Refer to C5-1202 Electronic Case File Checklist for a listing of all Document Categories and their associated Document Types

%
Document Category: Pravention v

.
Document Type:* | .

Independent Living_Extension of Foster Care
Document Name:*

Intake

Legal
Date on Document:

Permanency

Placement Adoption Guardianship
Othr et P T -

Person ID T Name
D EN Ne

Add

4. Choose the appropriate  Document Type (Relative Caregiver Court Order or Relative Caregiver
Financial Eligibility ).
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